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February 2015 

 

The electronic version of the Telework Agreement Form (DI-3457) was launched on January 12, 

2015.   The Department of the Interior’s automated version of the DI-3457 is available for use 

immediately and will replace the hard copy of the form.  Bureaus/offices can access the link to 

the electronic form at:  https://eforms.doi.gov.  

 

This guide can be found at the DOI Telework website at:  

http://www.doi.gov/telework/policies.cfm.   
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Initiating a Telework Agreement-Employee 

 

Introduction: 

The DOI telework agreement is first initiated by the employee and then sent to the supervisor via 

e-mail after the employee has completed the safety check-list, reviewed the DOI Handbook, and 

the supervisor and employee have both completed the training on DOI Learn. 

 

 

The link to the electronic form is: https://eforms.doi.gov 

Please note that DOI network access (i.e., VPN) is required at this time in order to access the e-

forms website. Click on Forms as the illustration below indicates.   

 

 

 
 

 

To find the form, you can either use the Search function or scroll down to the DI-3457 form.   

Once you find the form, click on the Open Form button next to the form name. 

 

 

 
 

 

https://eforms.doi.gov/
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You will be asked to accept the Terms and Conditions.  By accepting, you are certifying that you 

have read the DOI Handbook, finished the safety check-list, reviewed the Telework Agreement 

walk-through, and the supervisor and employee have both completed the required training on 

DOI Learn.   

 

 

 
 

 

When you accept the Terms and Conditions, the first button will ask you whether or not you are 

initiating for and behalf of someone else.       

 

If you are inititiating this form on the behalf of someone else, a form with your information titled 

Assistant Information will be shown.  This is automatically populated with your e-mail and 

name.  You will then complete the form following the instructions below for an employee.   

 

   

 

Complete all mandatory fields for the Employee section of the form. The employee is 

responsible for reviewing the Privacy Act Statement and completing all the required fields 

http://www.doi.gov/telework/upload/Telework-Handbook-August-2012-Edition.pdf
http://www.doi.gov/telework/upload/Appendix-1-Safety-Checklist.pdf
http://www.doi.gov/telework/upload/Telework-Agreement-Form-Walk-Through.pdf
http://www.doi.gov/telework/upload/Telework-Agreement-Form-Walk-Through.pdf
http://www.doi.gov/telework/training.cfm
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including e-mail, Name, Phone, Title, Grade, Bureau/Agency, and Supervisor’s E-mail.  Some 

fields have “help” or “expansion” buttons to provide you with additional information and assist 

you in completing the form. 

 

 

 

 

The Telework Type field in the Telework Specifics section is a drop-down menu.  This menu 

uses the three definitions of Telework that can be found in the Telework Handbook. The three 

types of telework are: core, situational, and emergency.  If you are unfamiliar with the Types of 

Telework, you can find the definitions here.   

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

http://www.doi.gov/telework/upload/Telework-Handbook-August-2012-Edition.pdf
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If you select Core in the Telework Form, the screen below will appear and you can indicate the 

days per period you wish to telework.  Both weeks of the pay period are shown here.   The screen 

below does not appear for Situational or Emergency Teleworkers.   

 

 

 
 

 

Situational, Emergency, and Core Teleworkers will be asked to fill out the screen below.  If you 

plan on teleworking at more than one alternate location, you click on the button below and 

additional telework location fields will appear.   

 

 

 
 

Once you fill out the form, a box will appear that allows the employee to opt out of the telework 

agreement.  If the box is checked and the submit button is selected, an e-mail will go to the 

employee and supervisor indicating the employee chose to elect out of the telework agreement.   

 

 
 

 

 

 

If you need to save the form and go back to it at a later time, click on the Save Online button.  

To return to a saved form, go to your Task List in the main eForm menu, find the form, and click 

Open Form to resume completion.   
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If you Save the form Online, you can go to the Task List page to resume and complete the form 

at any time.   

 

 

 
 

 

Once you click Submit, the screen below will appear and a notification is sent via e-mail to your 

supervisor that the telework agreement is ready for review and approval.   
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Supervisor Walk-Through 

 

The Supervisor will receive an e-mail below from their employee.  The supervisor can click on 

the hyperlink that states “click here” and will be sent to the Task List Section of the EFS system.   

 

 

 
 

 

In the Task List section, pending telework agreements by employees assigned to you can be 

found here. Click the Open Form Button.   
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You will be asked to accept the Terms and Conditions.  By accepting, you are certifying that you 

have read the DOI Handbook, finished the safety check-list, reviewed the Telework Agreement 

walk-through, and the supervisor and employee have both completed the required training on 

DOI Learn.   

 

 

 
 

 

The supervisor reviews the telework agreement and clicks Yes or No for approval.   

 

 

 
 

If you select Yes to approve, click the submit button.  A .pdf format of the Telework Agreement 

will be sent to you and your employee via e-mail.   

 

 
 

 

http://www.doi.gov/telework/upload/Telework-Handbook-August-2012-Edition.pdf
http://www.doi.gov/telework/upload/Appendix-1-Safety-Checklist.pdf
http://www.doi.gov/telework/upload/Telework-Agreement-Form-Walk-Through.pdf
http://www.doi.gov/telework/upload/Telework-Agreement-Form-Walk-Through.pdf
http://www.doi.gov/telework/training.cfm
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If you select No, a field pops up with a drop down menu that asks if you want to allow for 

revision.  You may select Yes or No.   

 

 

 
 

 

If you want to allow for revision, a drop-down screen that states “please see supervisor” is 

shown.  An e-mail will be sent to the employee to contact their supervisor.   
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If you do not want an employee to telework, click No for revision and select one of the drop-

down boxes.  You may select Employee not Eligible, See 5 USC 6502 and all Subparts, or 

Position not Eligible.   

 

 

 
 

 

If you Save Online, you can go to the Task List page to resume and complete the form at any 

time.   

 

 

 
 

 

 

If you are ready to approve the Telework Agreement, you may select the submit button, and a 

.pdf of the telework agreement will be sent to you and your employee via e-mail.   

 

 

 


